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2  Guidelines for Word

1 WORD SETTINGS

In order to work easily, it is recommended that you do the following: Click on
»Tools — AutoCorrect Options...» A new window will appear from which you
can check the correct settings on the »AutoCorrect» sheet. They should be as
follows:

AutoCorrect: Finnish E|
AutoText AutoFarmak Smart Tags
AutoCarrect AukaFormat As You Type

Show AutoCorrect Cptions buttons

Correct TWo INitial Capitals

[ Capitalize: first letter of sentences

[ Capitalize: First lekter of table cells

[ capitalize names of days

Correct accidental usage of cAPS LOCK key
Replace text as you type

Replace: with:

(c) ~
(e} E

ir) ®

(k) ™ v

Automatically use suggestions from the spelling checker

Similarly, on sheet »AutoFormat As You Type», the settings should be as
follows:

AutoCorrect E|
AutoText AutoFormat Smart Tags
AutoCorreck AutoForrnat s You Type

Replace as you type
"Straight quotes” with “smart quokes™
[ ordinals {1sk) with superscript
[] Fractions (1/2) with Fraction character (14)
Hyphens {--} with dash {(—)
[] *Bald* and _italic_ with real Formatting
Internet and network paths with hyperlinks
Apply as you kype
[] aAutomatic bullsted lisks
[ automatic numbered lists
[ Border lines
[ Tables
[ Built-in Heading stvles
Automatically as you bype
[] Format: beginning of list item like the one before it
[ Se left- and First-indent with tabs and backspaces
[ Define styles hased an your Farmatting

By clicking on »Tools — Options», you will find different settings, the most
important of which are on sheets »View» and »Edit»:



Options §|

Security Spelling & Grammar Track Changes

File Locations

Formation Compatibility

General Edit Prink Save

Shiw

Starkup Task Pane Smark tags ‘Windows in Taskbar

Hiahlight animated kext [ Field codes

[ Bookmarks Hatizontal scroll bar Figld shading;

Status bar Vertical scroll bar When selected v

ScreenTips [ Ficture placeholders
Farmatting marks

[ 1b characters Hidden text

[ spaces [] optional hyphens

Paragraph marks Clal
Print and Web Layout options

Drawings [] wehite space between pages (Print view only)
Object anchors [ Background colors and images (Print visw only)
[ Text boundaries Wertical ruler (Print view only)

Cutline and Mormal options
[ wirap to window
[] Draft Fort:

Style area width: lem

4

The most essential alternatives on this sheet are:
— A checkmark in »Paragraph marks»

A checkmark in »Hidden text»

— A positive reading in »Style area width.

Options

Security Spelling & Grammar

User Information
View General

Editing options
Tvping replaces selection
Drag-and-drop text editing
[ Use the IMS key for paste
[] overtype mode
Use smark cursoring
Picture editor:

Microsoft Office Word v

Insert/paste pictures as:

In line with text v

Cut and paste options

Show Paste Qptions buttons
Click and type

[ Enable dick and type

Track Changes
File: Locations

Compatibility

Print Save

[ use smart paragraph selection
Use CTRL + Click ta Follow byperlink

[ wihen selecting, automatically select
entire word

Prompt: to update style
[ keep track of Formatting

Smart cut and paste Settings...

The most essential alternatives on this sheet are:
»Insert/paste pictures as: In line with text»
No checkmark in »Enable click and type»
A checkmark in »Prompt to update style»

No checkmark in »Keep track of formatting».
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2 INTRODUCTION

Tutkielma.dot can be placed practically anywhere. Nevertheless, it is best to
place it (that is, move or copy it) into a template folder by clicking on »Tools -
Options... — File locations — User templates».

If Tutkielma.dot is located in a template file, a new study can be started by

following these steps:

1. Click on »File — New...». A »New Document» taskbar will appear on the right
side of the Word window.

2. Click on the »On my computer» link. A »Templates» menu window will
appear on screen. The sample file Tutkielma.dot is on the »General» sheet.

3. Double click on the Tutkielma.dot file.

If you have used the Tutkielma.dot sample before, its name will appear in the
lower edge of the »New Document» taskbar, and you can simply click on that
with your mouse.

Wherever your Tutkielma.dot sample is located, it can be applied by double
clicking on its name. Because this is a sample file, it will not open. Instead, a
new document will appear.

Styles are an essential part of the sample file. To apply the styles, click on the
»Styles and Formatting» taskbar. This can be done, for instance, by clicking on
»Format — Styles and Formatting». When the taskbar is chosen, it might be best to
have no unnecessary styles shown on the list. Choose the »Available styles» from
the list in the lower edge.
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3 FILLING OUT TABLE PAGES

3.1 1% page of the abstract

There are two similar, a|th0ugh Abstraldi julkaisun kielells |

these cells in the filling stage, it [ Jubaisussinike
is recommended that you make [ Tvstinis
them visible by clicking on e
»Table — Show gridlines». T

. . Julkaisija i Julkaisup divimiiri o =]
different language tables in the oo gt C— :
abstract file. Some borders of |= R— o

- u]kmsusar]an Himi, 0530 HUMEro & i3

these files can, and some o o
- Yh jedot o ISBN 3

cannot, be printed out. s : :
ISSN = ls]

If you cannot see the borders of Strumdirs | Kelic -

You are not meant to replace
anything with the table, but to
fill out each cell below each title
with an appropriate text (or a
string [any ordered line of
symbols]).

The writer of the study is only supposed to fill out the following:
— Author(s)

— Contact information

— Title information

— Abstract

— Keywords

For example, the first section, Author(s), looks like this:

Telkiji(t) o
Mikkonen, Fauko =

Other sections (as the Number of pages or ISBN) are filled out by a publication
secretary.

In the beginning of the page, there is a hidden text (»Abstract in the language of
publication» or »Abstract in Finnish»), the purpose of which is to show on screen
but not to print out. If you cannot see it, click on »Tools — Options — View», and
put a checkmark in »Hidden text». If the hidden text prints out, click on »Tools -
Options — Print», and remove the checkmark from »Hidden text».
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If your page is irrevocably ruined, follow these steps:

1. Remove the table but do not remove the empty passage found in the bottom of
the page (If your settings are according to our recommendations, the passage
is only made vivid by a passage mark f)).

2. Create a new study (according to the guidelines stated in the Introduction
section).

3. Copy the table from the first page (e.g. by using a clipboard) to the first page
of your study, and fill the table out again.

3.2 The 2" and 4" page of the abstract

In the top of these blank pages, there is nothing but a hidden text which is
supposed to show on screen but not to print out. If you cannot see it, click on
»Tools — Options — View», and put a checkmark in »Hidden text». If the hidden
text prints out, go »Tools — Options — Print», and remove the checkmark from
»Hidden text».

3.3  The 3" page of the abstract

|Abstrakti-englannilesi]
Publisherx

On this page, there is a table

Date-of publications

which is identical to the one the Vesanyopicos E— 0
first page, although written in |= ) _ o
E n g I |S h . gnme- and number of series 2

Contact information: ISBN-o [sl

i i e
The writer of the study can now ISsINo i
fill out the same spots as on the Numberof pagero | Languagst o
first page, but this time it IS |[Nameofpublications
done in English or any other [Xise i
language of publication (the |geweras: N
title of the abstract will also be °

written in the language of
publication).

If your page is irrevocably ruined, do as recommended related to the first page of

the abstract.

1
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4. INDEX AND OTHER LISTS

The index starts a new file in which the actual study is written. Please note that
page numbers should not be changed, as the abstract and content pages form a
unity in the final publication, and that unity consists of a numbering system of its

own.

In the beginning, the index page
may seem somewhat »incorrect». It
consists of ready-made lists: the
index, in addition to lists for
numbers and tables.

As long as the titles of the study
are written with appropriate styles,
the list can be updated by placing a
cursor on the list and then clicking
on F9 (and choosing the latter from
these, most frequently appearing
alternatives: »Update page
numbers only» and »Update entire
table»).

In case you do not need a specific
list style, the equivalent field
should be deleted. This is done by
choosing the whole field and
pressing on the Delete button.

Sisallys
1 OTSIKEC 1

LAHTEET

Kuviot

Kuvio 100, Fuwio .o

Taulukot

Taulukke 100. Taulukke

Lyhenteet

TTHS Yhoppilaiden terveydenhoitosaatié

Kaavat
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5 WRITING

When applying the publication base, it is essential to use different styles. As a

general rule, you are expected to make passages by placing the appropriate style

on each of them. This can be done by following the steps below:

1. Place your cursor so that it flashes on one passage or choose at least parts of
several passages you are editing.

2. Click on the name of a style in the »Styles and Formatting» taskbar (or click
on the »Formatting» toolbar in the »Style» taskbar) or use an appropriate key
combination.

Press on a key combination (Alt+button) in order to get the essential styles into
your passages. More precisely:

Tyyli Nappdainyhdistelma
Otsikko 1 Alt+1

(Titel 1)

Otsikko 2 Alt+2

(Titel 2)

Otsikko 3 Alt+3

(Titel 3)

Otsikko 4 Alt+4

(Titel 4)

Leipa Alt+L

(Body Text)

Luettelo RV Alt+R

(List)

Luettelo numerot | Alt+N

(List Numbers)

Normaali Shift-Ctrl+N (For tables)
(Normal)

If you incorporate text from other documents (copy-paste), some of the original
formattings may come with it. These formatting may be removed by activating
the appropriate part of the text and pressing Ctrl + space.

Some extra formattings (like indenting) may be used in the writing process. If
they later turn out to be unsuitable, they can be removed by Ctrl + Q. This will
restore the template formattings.



Guidelines for Word 9

5.1 Titels

A first main title, that is, a first level title (Otsikko 1) is ready-made. There should
be a tabulator in between the number and the actual title, and you are supposed to
do the same with other title levels, too. For example, a fourth level title may very
well look like this:

[ ]
oskod| 31 1.1 ~  Perheenkultuwi-oma kieli-ja-nuut idiosynkrasiat-teoreettisesti

tarkasteltuina¥

(The preceding picture is standard-looking, the style area is shown, and the
»Show/Hide {» button [1] is pressed on, so that the tabulator is seen as an arrow.)

5.2  Lists

Lists can be numbered or indicated by hyphens. You are supposed to use different
styles when making lists, so do not click on »Format — Bullets and
Numbering...», unless it is really necessary.

You can also combine lists:
1. One

2. Two

- A

- B

- C

. Three

w

The preceding list can be drawn out, for example, by placing the style »Luettelo
numerot» (Finnish for List Numbers) to all paragraphs in the list. Further, you can
use hyphens to make lists by placing the style »Luettelo RV» (Finnish for List
Hyphens) on the chosen paragraphs. You can always increase indent to the latter
by, for example, clicking on »Increase Indent» =] under the Formatting toolbar.

1. One

2. Two

3. Three

5.3 Tables

If you wish to give a title for one or more of your tables, use the style »Taulukon
otsikko» (Finnish for Title of Table). There should be a tabulator in between the
number and the title.



10  Guidelines for Word

Tekenctskka | paulukkol. » P erheyrittajyytta-hankaloittavat-asiat-(Perheyritysten- aPE-

yritysten-litto- 200309

(The preceding picture is standard-looking, the style area is shown, and the
»Show/Hide {» button [1] is pressed on, so that the tabulator is seen as an arrow.)

The table can be drawn up as follows:

1. Make an empty passage and set »Normaali» as its style. Make sure that the
cursor is on this passage.

2. Make a table (by clicking on »Table — Insert - Table... » or by using »Insert
Table» [m@] which you will find under the Standard toolbar).

3. Change the style of the paragraph below the table from »Normaali» to, for
example, a »Leipa» style paragraph (unless the text is supposed to start
directly from under the table).

The table might look like this once the columns have been narrowed down in
number.

Otsikko Otsikko
1 2
Otsikko 100 000 | 200 000
A
Otsikko 300 000 | 400 000
B

No matter which cell you place the cursor in; the style should always be
»Taulukko» (Finnish for table). There are two other table styles available, too,
which can be applied by placing the cursor to a cell in the table and choosing a
style from the list. When the style is set as »Taulukon 1. rivi» (Finnish for the first
row of the table), the text in the table’s first row cells should be bold:

Otsikko | Otsikko
1 2
Otsikko 100 000 | 200 000
A
Otsikko 300 000 | 400 000
B

When the style is set to be »Taulukon vasen» (meaning left in the table), the text
in the cells of the first row and column should be bold:

Otsikko | Otsikko
1 2
Otsikko | 100000 | 200 000
A
Otsikko | 300000 | 400000
B
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5.4 Pictures

Pictures should not be drawn up by using the »Draw» toolbar, as it is more
difficult to place such pictures while preparing the lay-out. It is recommended that
pictures are drawn up by using other programs (e.g. PowerPoint). That way, when
pictures are moved to Word, they are no longer formed of small parts. Instead
they form one unity which is easy to place on a page.

If this is not done, pictures might fall to pieces; their proportions might distort,
and they might not print out properly.

Click on »Edit — Paste Special...» when a picture, made with PowerPoint, is
moved to Word via a clipboard. That way you can choose the shape of the
picture. »MS Office Drawing Object» is set as default, and it is quite satisfactory,
but »Picture» (Windows Metafile) is much more recommended. It gives you one
solid picture, and you can change its size and place (however, do change its
contents in PowerPoint).

If you wish to have a caption (all of which you can gather up in a picture list),
click on »Kuvio» (Finnish for shape) and set that style for your caption paragraph.
In addition, there should be a tabulator in between the number and title:

nformaatioH tieto Hosaaminen]
all

Kuvio3. -+ Data, informaatio tieto-a-osaaminen-seka-niiden-valiset-suhteet-nuoli-
luviona. -

Leipa

Kuvio

(The preceding picture is standard-looking, the style area is shown, and the
»Show/Hide{» button [1] is pressed on, so that the tabulator is seen as an arrow.)

As you can see from the previous picture, it is placed inside a regular paragraph
(that is, a »Leipa» styled paragraph).

If the picture is not automatically placed within the paragraph or placed in the text
level (when attaching a picture from the clipboard or adding it by clicking on
»Insert — Picture — From File...») you should click on »Tools — Options —Edit —
Insert/Paste Pictures as: In Line with Text».

If the picture is not in the text level, you can change its place afterwards:

1. Choose a picture.
2. Click on »Format — Picture... — Layout — In line with text».

5.5 Footnotes

There is nothing unusual about making footnotes:
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1. Place the cursor where you want to put reference.
2. Click on »Insert — Reference — Footnote... — Footnotes: Bottom of page».
3. Put a tabulator after the number of the footnote:

Alavitteen teksti| L. Taulukon-ulkopuolelle- on-jitetty-yrittijyyden  alucen- akateemiset opinniytteet,  joissa avainsanoina:

ei-ole-mainittu-perhevhtisti-tai-perheyrityksiéi-(esim. - Ulla- Hytti/ TuK KK ,-Saija-Katila/HEKEKI).-{

(The preceding picture is standard-looking, the style area is shown.) The
»Show/Hidef» button [1] is pressed on, so that the tabulator is seen as an arrow
and a footnote screen is set on by clicking on »View — Footnotes»

5.6  Quotes

There is a specific style for longer quotes. It is called »Lainaus» (Finnish for
quote).

tepa Jaakko on siirtanyt Primulan osakkeita molemmille pojilleen jo ennen johtajuuden

sukupolvenvaihdosta Jaakolta Juhalle. Omistuksen pirstaloitumisessa han pitaa
huonona puolena sita, ettd kenellakaan e ole vahvaa omistajan sanaa padtoksente-
oszaf

Lainaus "Be [omistus] on jakautunut todella Se on sellainen paperi ollut, ettd aina
lun on lapsi syntynyt, niin sitten on perillisille jaettu ja se on sitd myéten
sitten pilkkoontunut. Se on toisaalta, vol sanoa, ongelmakin, koska kenel-
lakaan el ole sellaista moreeta aanta, etta woisi sanoa just, miten tehdaan.”

(The preceding picture is standard-looking and the style area is shown.)

5.7 References and appendices

Apply a style called »L&hteet» (Finnish for references) for the reference list title,
and a style called »L&ahdeteksti» (Finnish for reference text) for the actual
references.

Lahteet Liahteet ﬂ

Lahdetekt Alcom, Pat B. (1982). Success and Survival in the Family-Owned Business. New

York: McGraw-Hill.

(The preceding picture is standard-looking, and the style area is shown.)

There is no specific style for appendices; instead you are supposed to apply the
style called »Lahteet»:

Lahkeet L]ltte et 1‘[

Leipd

Liite 19
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(The preceding picture is standard-looking and the style area is shown.)

5.8 Lists

On page 7, there is a ready-made field for title, table, and picture lists. Delete the
unnecessary fields and related titles.

If you wish to update the information in the list, do as follows:

1. Place the cursor on the field (which usually makes the field gray):
..[Virhe.-Kirjanmerkkii-ei-ole-m

2. Click on F9, and the following window (usually) appears:

Lipdate Table of Contents E]

Word is updating the table of contents, Select one
of the Following options:

(") Update page numbers only

[ Ok ] [ Cancel ]

3. Choose »Update entire table»

If you wish to change the styles in the list,

1. place the cursor on the field

2. click on Shift+F9, and the ”insides” of the field will show:
|{ TOCAO "1-4"\T "LAHTEET;1" }

3. write a new style, replacing or adding to the old ones

In the preceding picture, there reads O "1-4" which means title levels 1-4.
"LAHTEET;1" means that the »L&hteet» styled paragraph is shown with the
style called »Sisluet 1».
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